Joan Tahoe, Payroll Manager
The first thing I do each week is collect the timesheets.  I review each timesheet to ensure the employee punched in and out correctly.  If the employee forgot to clock out I contact the store manager to find the time that the employee should have clocked out. I then calculate all regular hours, overtime hours, and holiday hours and total these on the timesheet.  I also track sick time and vacation time and total these on the timesheet.  Once completed, I send the timesheet to the manager for approval.  

When I receive the signed timesheets back, I begin to calculate payments.  First, I calculate regular pay, then overtime pay, and finally holiday pay.  I then add in the staff members commissions, which I receive from Ted.  I then total the entire pay and send a sheet with payment amounts to my coworker, Mary Jane who calculates taxes.  I then calculate all sick time and vacation time and track this in a separate document.  I then print labels that state each employee’s name and the pay period.  I place the labels on a new timesheet, which is returned to the employee punch clock.  

I would like a system that automatically tracks employee sick time and vacation time.  I would also like a system that can automatically calculate regular pay, overtime pay, and holiday pay.  I don’t know if there is a system that can validate employee timesheets, but if there is that would be great.  

